A\ 


Pr 
2EO1 ES* 
BE blic Health Agence de la santé 
gency of Canada __ publique du Canada 


ANCA 


0 V9OV8OZLL LOZLE 


Emergency 


Lodging Service 


Canada 


© Her Majesty the Queen in Right of Canada (2007) 
Published by authority of the Minister of Health 


Centre for Emergency Preparedness and Response 
Office of Emergency Response Services 


Egalement disponible en frangais sous le titre : 
Service d’hébergement de secours 


Written permission is required for reproduction in sold publications. 


Cat. No. HP5-29/2007E 
ISBN 978-0-662-45009-2 


Cat. No. HP5-29/2007E-PDE 
PDE ISBN 978-0-662-45010-8 


Emergency 


Lodging Service 


: K\B RAR PR 


MAR 19 2013 


Gc 
\ FZ 
fs 


CRsity oF VS 


Table of Contents 


Boteword jas; tae ins i segs sir 2 se. cb Aetna oe eo ih 
AGkNOWledgeMe Its © By. occ. sca geese oe ERS A At ee 8 
Introductan: Emergency Social Services's. as ee » 
[, Fluman: Consequences of IDisasterse san naa ee hte a es ») 
oe Emergency Social Services. secs «0% pias ites ee Ao Ae RSet eee ee a 9 
2 Emergency Clothing Service... isa... aatst ait wd ot ae a ete te ee 9 
22 abmergency Lodeing Service ©... tae as sant care a ae en 9 

2 osbmergency, hood Service oq sk ccd So iste inne ee 9 
Jae Registration and Inquiry service ac. esa mus 11a ene eee y) 
Zit Personal Services =. 6 5 a en dt, Bed aot a i 9 
2,0>Reception: Gemtre Services... << scat mlec reaps erste etek He 10 

Ss eemergency Social Service (ESS) Planning | x.7. @: igie an ee 10 
Site Municipal Plammiitig ts oss: sO ea ony Oe ae eee ce Se eee 10 
S.2eESS Oreamizations © Wart. a culic i goles nx Zoi 8 wl gag tyeuesde eke aie a te pene 10 

4 Community: Emecteenoy. Response: Plan. 2,05). cases eects to xa fk oer eee 10 
Chapter: Emergency Lodging Service 2.8.5 50. 5 ee ee 11 
Der MeO AUCELO LS wa een «ais: spits noes BM dear’ See, safes ah ORI SEE eR ee Re Lh 
Ded PUT Pose tise = Sire te Bek yan: Wasa se Ry oun hn 8 whitney conic gaara agp nN ee a ina ea a eae ree 11 
Hoole Emergency el Odginie Services, yas oe dlrwigsdi est a6 os cease Rees See ee A ee tal 
1e3.l sAgsistance with Himergency Accomimodationen. a0 aut stat eon a sate ee ee ee 11 
13.2.Emereency Lodging for Residents of Special Care. Facilities: 2am.) uereene ne ae 12 

ee Loreslerm: Accommodationsg act ah  slejttie rs Ae cuescas eer oleae ee 12 
Chapter Hl: The Emergency Lodging Organization .. 70) 70ers oe ee 13 
PAPA UE TiN em ones Ris eee iaren ter ie nee MG eme Onc ER a ile RT sory P8d v WS Comes 13 
Do (Organizations Clare esactete tie gare lage ae ee cect oe a ee ate ee 13 
2 Se Roles and Responsibilicics (itl) Rersom nels a alas yer rate ets a sere eee ena cae ea 13 
DA peGoordinatot orb mergchcy, WOd ete semis. cia eetea ori ekve cet oe eee ete ter ee eT 13 
032) Whe Ele Planning, Committee tc 1. 0te peter ee eee eee eget eae 14 
2.3.3 EL Supervisors at Reception Centres 1... 2+. 5.15.05 eee enter cane. 14 
0.34 Bly Workers at Reception: Gentes... a. stauis exes « aoe Olan eset eee eae 15 
2.3.5 Group Lodging Manager .....--- +--+ 0. sss sees eee eees net ame ree Sonim acrid Bm a iS 
23.6 Group lodeing Workers. ii -2 nie ceva ne oo wie ge aie ae ane 15 


Table of Contents | 3 


24° Back=tp. Stall... agate seins oe grein autodata ove te ee ctr ee ee 16 


yo Recruiting EL Personnel’: ....2 fos. sce 2s & eR he ae eee MMI Ik eg See ae ee 16 
225, Suggested Sources of Personnel is. si. ee Eg Bie eos © cee «3 a = cen on eee ce 16 
2.522 Selection: Criveria, 6. fo4.. 25 sash ec >a a elke es Ba cree ee ee ee 16 
2.5.3 Desirable Personal Skills‘for EL Workers <.2 oon Gry oes aac er er eee 16 
2.4) Specialized Communication; ¢ 92s. ai aa lec Hie oes dae Se een | oe eee ee 16 

Chapter III: Emergency Lodging Resource Survey and Directory ..................000005. 17 

| > Tint rOdUiCtODy. ss "Gal a a eae ee halo le eal tw ea se a ee eg ee al eee 17 

3.2. ‘Planning the EL Survey oo sf. 2 e's. Satcie Bosc oi. Bee ee oe ee ys 

BD. ResOutees: SULVEy sac 5. dst Ae a eid oe en ecns 'oe tee ofa eee ear aie ce a 17 
FiBL Private HOmiese ss. 6 seth eye feos aspevty oie os co eclectic WW 
3.5.2 CommercaliAccommodation® 004.52 a0. 2 ete Seat 8 oe > ees ee 17 
33:3 Group Lodging: Racilityss.p.< ae. ia abtvis | a Seren © Sas ook Sod «nies Seg naee oi ea 18 
B04 Stt-up Space zo). cease eee Wee © 6a wie (ora Gain hes! aaa ang, © Rane 9 a cs atc ae 18 

3.4 > Written Agreements: . 2 ici. oh ets ae wits nye detiie ates Oe aan tees are) efelule elo ee een ees bss 

3.5. Emergency.Lodging Ditectory: m< 2 %ncie give ters eo ee ete oom cee ahs ous) oan a ae 18 

Chapter: IV: General (Guidelihtes 7.7. reeset pine sete tts sent Pare PS esrash tist Scut eek 20 

471 Tntroduction® . ei. Pee ee Ale Re he ee Be re ee 20 

42 Genéral Gidelines" 2). 5)./.0,n6 slo ete eee AS ee aoa as ae 20 

43 General Guidelines =.Group Lodetig Facilities t).c3. 52 tale es: ee 21 

Chapter’ V: Group: Lodeine Management en 3 iiccc.ccce | Sisco pat pe aoe cutee eee 22, 

Sti Group:Lodging: Managements Ve6 cfc fete Soe ioe ae See 22 

572’ Purposé of Clapton hire Se es ater cs ibe: taal he na en a 22 

530: ‘Group Lodeine Manager Responsibilities 27.77.2520) ete eer ee 22 
53-1 Priority Action Wheeslist se Gen tt Weal ONE mone Bet cs Oe ee 22 
53.2 Guidelines ia Pee UR ere Ti nrc aie tel pee eaters oe a oe ae 24 

5.4. Bimergency, Social Services= shesponsipilitics sr. ete eat te ee ee | are 26 

585: First Aid = Responsibilities? (x: JAP a2 2 eect t clo sete eee hee aie eee 26 
3.5.1 ‘Priority Action Checklist of ict siden sees oem cae eons a eee ea 26 
Dra GRUGCIINES aly ge aod Aa trestle ees aed iid toed tyacsde Lae Se 26 

5.6°/Public Health Responsibitigies’. . a0. sao hen Sycote syne eee Oran Pe ne oe UO ger ee IN 
rots 1 Gremlins «5 9" fa ss eee alten Pesce oe ee an ee eae 27 

Dede OTS fae Bie Ss ja eRe ata ese Bo esas ce eas eg tS ca Ti rd ee SC a SE eae 28 
Doped. Gadeliaies 5°. bass che cB aegis wel Oo mad eee Te EA eh ace Pes 

Di fht SOSH UN SMA LCATIG EMCI tS .. Scaletenswese ts ete ss 1d: Sidhe el niet ees ah A oh ce 2. 
p30.) “PriotityeAstion Checldist acc adie nia m4 04 4d eae te a an enero 27 
D2) CU OlINeS ooo masa ae aabiie ote cee wae is da ae SERCO SETI ee 28 


4 | EMERGENCY LODGING SERVICE 


eRe SC eR A ener. bir anne Beis 4.2% Sas eRe te, ra 28 
Did Gi delines, 2/3 ohgsh a vex: eae si Gena LR ake de 29 
DAO; (Mamitenance s \.coxts: eonsrushh ip Asians mach earache A I eg ee DS 
S10.) Priority Action Checklist .04..2a00 00 ono ena Oe ae ne eee DS) 
D.10.2Giidelines’ <7) 230% SoGuie, Gate t RR, SA ee ne ee 30 
DL MSCCUT LY WN OE SE LOUIE, Loci oes ie Ce ee 30 
Ld "Priority Action Checklist.s.y5 1. oe. ao eee eee ee ee 30 
DAL 2 Guidelines: floes ue setae ne cow ee ne ee ee 30 
DAZ WelecommUnicatlon ac. sco, doves «a! osan ce Site ar Rune Recent enc nee ee ail 
9.12.1 Priority Action. Checklist. «<5 10: sh «ep eu a ee ee 31 
5.15.5 Gommiumicat oi iy. aeurs sted gastos aw acus aoe sac a Re rT ee ee el 31 
SIA eAdvisory- Commitee. Aon oe 5.3 a en 2) 
D.1o Recreational and Social Activities” 2).."lsinte aun lene oe eee 3) 
Do) thier Services Available: was i044 saan see alee cite ems ee ee 255) 
Swen Glosing the Group Lodging Facility. 14 1c. aatcrae isan ee 33 
Girapter Vues Vira unin ceca eo hee cba. vsnte apa ebayer I ee 35 
bol) Siraining Responsibilities: . sa seulsaysaemenn one kee aii. sea cg eee en ee oe 2) 
G Je sitaiiiing Pro grany fis cence sche -gites Gb feajiandt or Ae io cages © ce ee me 35 
Ghapter VII: Emergency Lodoine Plao .:.220 2 Sage es ee eee 36 
Pleat laniineyResponsibiliticsi. 9-9 ane eet ee sain ots See oan a apes er saa ae CES 36 
face soured haracteristics of the: Plats doe) 3 <x. 28.2 aires oun ellen be mes ee 36 
Um Content or the: Pla tsa aah aie « weeca tee son) soe ees erciart ss cc te er a AEN neces Ree ae 36 
Yate WW HITEC PA STCEMICNIE: 5. .5.050 a alersin is Mevacae Sisunaha 5 A ogoaa due ceRale epemee eet PU eRe ok aera ean ee pees 
Toe Niue Aid Agreements: tse saysice esis. 5. occas RNB ce eR aa eae ee S7. 
TaGe Vestine ofthe Operation: se\<.0 cies acta shake ane eee ee re ae et re eta ee 38 
Vejree ister tte tie lat) sis), Gite eee cjeceore ae cack etal vie Ae nea eran ee ee 38 
Appendices 
Appendix A Emergency Social Services Organization Chart ..... 6... 6s sess eee eee ee eee eee. 39 
Appendix B_ Emergency Lodging Services Organization Chart ....... 6.00. e eee cece eee nee. 40 
Appendix C Emergency Lodging Operations Log ..... 1-60... e eevee eee eee eee eee tenes 4] 
Appendix D Emergency Lodging Record ... 1.6.6... ese eee eee eee teen ete eens 42 
Appendix E Equipment and Supplies Required by Emergency Lodging at Operational Sites ........ 43 
Appendix F Private Homes Lodging Record and Assignment .....-.- +++ +1+ sees seers eee e eee 46 
Appendix G Commercial Accommodation Recotd:., viscera aatsc aoe poke ree i oe ieee ee eer ee 47 
Appendix H Group Lodging Facility Accommodation and Resources: Recotd 7 .)...32 9202 5: e 48 
Appendix 1 Group Lodging Facility Sanitary Standatds * lacs dette a dick a of eaten tea Broan ond mn: 50 


Table of Contents | 5 


Appendix J 


Appendix K 
Appendix L 
Appendix M 
Appendix N 


Appendix O 
Appendix P 


Memorandum of Understanding Concerning the Use of Buildings as Group 


Lodging Facilities by the Collegeville Emergency Social Service Organization .......... 52 
Group Lodging Directory Regional Municipality of Hamilton-Wentworth ............ 54 
Emergency Lodging Director: Update assde)ae tn, est asap a 55 
Daily Schedule = Example |. 36: 25 a.5.sirsla bed». tog ds ee ee ea eee 57 
Services Provided to Disaster Victims in Group Lodging Facilities by Community 

Emergency Organizations 4..% sy tiie 4 a slnerainnh 5 oe et oe i eee es ee 58 
Emergency. Preparedness: Checklistiny aah wane i tetra ie thet Ocak ee ae 60 
Emergency Kit — Evacuation Checklistt. “itcc.en a ne > eo aetact or eager ees eee 64 


6 | EMERGENCY LODGING SERVICE 


Foreword 


This manual, produced by the Centre for 
Emergency Preparedness and Response of the Public 
Health Agency of Canada, is a practical guide to 
planning, organizing, training staff and delivering 
the Emergency Lodging service in a disaster. 


The objective of the Emergency Lodging service is 
to provide, as quickly as possible, safe, temporary 
lodging to persons in need of this service in a 
disaster or emergency. 


The information offered in this manual is based on 
current knowledge and practice derived from case 
reports, the practical experiences of Emergency 
Lodging volunteers and organizations, and the 
personal experiences of disaster victims. 


It is hoped that this publication will be a useful tool 
for planners, trainers and workers responsible for 
the Emergency Lodging service in communities 
across Canada. 


Comments or suggestions that would help improve 
the delivery of this service are welcomed and should 
be sent to: Office of Emergency Response Services, 
Centre for Emergency Preparedness and Response, 
Public Health Agency of Canada, PL 62014, 

100 Colonnade Road, Ottawa, Ontario, KIA 0K9 
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INTRODUCTION 


Emergency Social Services 


1. Human Consequences 
of Disasters 


Every year a variety of natural and man-made 
disasters such as floods, fires, tornadoes, ice storms, 
blizzards, hazardous chemical spills, transportation 
crashes and industrial accidents strike communities 
across Canada. 


Although disasters may cause destruction to the 
physical environment, they primarily affect people. 
Lives are lost, people injured, homes destroyed, and 
families uprooted. The resulting human grief as 
well as the social and economic disruptions affect 
the well-being of individuals, families and the 
community as a whole. 


2. Emergency Social 
Services 


In a large-scale disaster, the volume, urgency and 
intensity of human needs and the degree of social 
disorganization are such that regular community 
social service resources are unable to cope. The 
situation requires the implementation of an 
emergency social services response system to meet 
urgent physical and personal needs until regular 
social services or special recovery programs are 
effectively in operation. 


Emergency Social Services (ESS) is a planned 
emergency response organization designed to pro- 
vide those basic services considered essential for the 
immediate and continuing well-being of persons 


affected by a disaster. 


Six Emergency Social Services are considered 
essential: 


2.1 Emergency Clothing Service 


supplies clothing or emergency covering until 
regular sources of supply are available. 


2.2 Emergency Lodging Service 


arranges for safe, temporary lodging for homeless or 
evacuated people. 


2.3 Emergency Food Service 


provides food or meals to those persons without 
food or food preparation facilities. 
prep 


2.4 Registration and Inquiry 
Service 


assists in reuniting families. Collects information 
and answers inquiries regarding the condition and 
whereabouts of missing persons. 


2.5 Personal Services 


provide for the initial reception of disaster victims 
arriving at reception centres; inform them of 
immediate emergency help available; offer tempo- 
rary care for unattended children and dependent 
elderly; assist with the temporary care of residents 
from special care facilities; provide or arrange for 
provision of financial and/or material assistance; 
and offer immediate and long-term emotional 
support to people with personal problems and 
needs created or aggravated by a disaster. 
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2.6 Reception Centre Services 


Reception Centre Services sets up and operates 
Reception Centres, a one-stop service site, where 
evacuees are received and in which five of the 
Emergency Social Services are provided: clothing, 
lodging, food, registration and inquiry, and 


personal services. 


3. Emergency Social 
Service (ESS) Planning 


3.1 Municipal Planning 
Responsibility for ESS planning rests with a 


community's existing human service agencies and 
organizations such as: 


* municipal or provincial departments of social 
services, public health, mental health, family 
and children’s services, etc.; 


* private social service agencies; 


* service clubs, church groups, and branches of 
national organizations; and 


° business and professional associations. 


A community’s ESS response organization is 
built from and integrally linked to the existing 
community human service organizations. Its role 
is to support and assist the local human service 
structure, not replace it. 
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3.2 ESS Organization Chart 


An example of a suggested community ESS 
response organization is included in Appendix A. 


4. Community Emergency 
Response Plan 


The Community Emergency Response Plan 
describes the measures that each municipal 
department — fire, police, health, transport, 
utilities, social services, etc. — is expected to carry 
out in an emergency. 


Once written, the ESS response plan becomes 
part of the overall community emergency response 
plan and should be read in conjunction with the 
main plan. 


Emergency Lodging service 


CHAPTER | 


1.1 Introduction 


On Tuesday evening, August 23, 1988, a fire 
ravaged a PCB warehouse located in Saint-Basile- 
le-Grand, Quebec. Five thousand residents 

from the communities of Saint-Basile-le-Grand, 
St-Bruno and Ste-Julie were forced from their 
homes when a toxic cloud of black smoke, 
generated by the fire, spread over their residential 
areas. The 5000 residents remained out of their 
homes for a total of 19 days while soil and 

water samples were analyzed to determine 
contamination levels. 


In July 1989, more than 30 northern Manitoba 
communities, which were threatened by some 
500 raging forest fires, were evacuated. More than 
23 000 residents were forced to seek emergency 
lodging in Winnipeg, Thompson, Portage, 
Brandon, Dauphin, Gimli and several other 
Manitoba communities. Some evacuees remained 
displaced for more than two weeks. 


1.2Purpose 


The Emergency Lodging (EL) service is a planned 


emergency response organization designed to 
provide as quickly as possible, safe, temporary 
lodging to persons in need of this service in a 


disaster or emergency. 


Lodging 
Services 


Emergency Lodging provides the following disaster 
services: 


1.3.1 Assistance with Emergency 
Accommodation 


Emergency Lodging personnel are stationed in 
Reception Centres’ to assist evacuees in securing 
temporary accommodation. Evacuees may be 
accommodated as follows: 


e Private Accommodation 
Lodging with persons volunteering 
accommodation in their own homes. 


¢ Commercial Accommodation 
Lodging in motels, hotels, hostels or 
commercial boarding homes. 


¢ Group Lodging Facilities 
Group facilities are buildings such as 
schools, churches, community halls, arenas, 
auditoriums or other public facilities not 
normally used for living purposes, that are 
adapted as dormitory type accommodation 
for large numbers of people in an emergency. 


* A Reception Centre is a one-stop service site where evacuees 
are received and in which all emergency social services are 
provided: clothing, lodging, food, registration and inquiry, 
and personal services. 
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1.3.2 Emergency Lodging for 
Residents of Special Care 
Facilities 

In most communities, special care facilities such 

as homes for the aged, hospitals, or rehabilitation 

centres have their own emergency plans that call 
for the evacuation of one facility to a similar one. 


However, in some municipalities or in certain 
emergency situations, this may not be possible and 
residents may have to be temporarily evacuated to 
a school, church hall or other community facility 
before being lodged in more adequate facilities. 

In such situations, Emergency Lodging provides 
this accommodation. 
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1.4 Long-Term 
Accommodation 


Emergency Lodging is responsible for the 
immediate accommodation of people during the 
emergency phase of a disaster. Short- and long-term 
housing is the responsibility of regular housing 
authorities. 


Organization — 


2.1 Planning 


In order to meet the lodging needs of disaster 
victims quickly, Emergency Lodging (EL) must 
have a well-trained organization ready to begin 
operations immediately after a disaster occurs. 
This chapter outlines the steps needed to plan and 
organize Emergency Lodging in a community. 


2.2 Organization Chart 


The size of the community determines the 
structure and scope of the organization. The 
organization should be flexible in order to respond 
to varying emergency situations and demands. 


A suggested Emergency Lodging Organization 
Chart is included in Appendix B. 


2.3 Roles and 
Responsibilities 
of EL Personnel 


Emergency Lodging staff must clearly understand 
their roles and responsibilities if they are to achieve 


a prompt, effective and coordinated response. 


CHAPTER Il 


The emege ee 


2.3.1 Coordinator of Emergency 
Lodging 

The organization of EL in a community begins 

with the appointment and training of the 

coordinator of EL by the director of Emergency 

Social Services (ESS). The responsibilities of 

the coordinator of EL include: 


Prior to a Disaster 
¢ selecting an EL planning and organizing 
committee; 


° selecting and training staff; — 


° organizing a survey of lodging resources 
available in the community and maintaining 
up-to-date records; 


¢ in consultation with the municipal 
Emergency Planning coordinator and the 
director of ESS, selecting group lodging 


facilities; 


¢ planning and organizing EL in the com- 
munity; revising and updating the plan on a 
regular basis; 


* testing the EL plan by participating in ESS 


exercises; and 


* co-ordinating EL plans with those of 
the other five ESS and other municipal 
emergency services. 
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During a Disaster 


reporting to ESS headquarters and communi- 
cating with the director of ESS. If required, 


activating and directing the EL operation; 


maintaining an EL log and providing ongoing 
reports on victim needs, nature of activities or 
problems encountered to the director of ESS 
(see Appendix C — Emergency Lodging 
Operations Log); 


requesting equipment, materiel, or human 
resources from director of ESS, e.g., tele- 
communication equipment, transportation, 


sanitation, etc.); 


keeping track of available and committed 
lodging resources and lodging space 

(see Appendix D — Emergency Lodging 
Record); 


dealing with problems that arise in group 
lodging facilities or in private accommodation 
between the householder and evacuees; and 


consulting with the Coordinator of Personal 
Services, in assigning of evacuees to private 
and commercial accommodations when these 
are in short supply. 


After a Disaster 


ensuring that EL staff are included, if 
required, in Stress Management sessions; 


ensuring that all EL operational sites are 
restocked and borrowed equipment is 
returned (see Appendix E for a list of 

EL Supplies and Equipment Required at 
Operational Sites); 


turning over to the director of Emergency 
Social Services all registration cards, receipts, 
and outstanding invoices for processing; and 


preparing a report on EL activities for the 
director of ESS. 
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2.3.2 The EL Planning Committee 


In large communities, the coordinator of EL may 
want to select a committee to assist in planning 
and testing the plan. Persons with knowledge and 
experience in the lodging field would usually be 
included in the planning committee. 


2.3.3 EL Supervisors at Reception 
Centres 


The coordinator of EL appoints an EL supervisor 
for each identified Reception Centre in the com- 
munity. The EL supervisor reports to the Reception 
Centre manager for administrative matters and to 
the coordinator of EL at ESS headquarters for 
operational matters. 


The responsibilities of the EL supervisor are to: 


Prior to a Disaster 
¢ plan the EL service at an assigned Reception 
Centre; 


¢ determine the operating space, equipment 
and supplies that will be needed (see 
Appendix E); 


¢ train EL staff; and 


¢ ensure that EL personnel participate in 
emergency exercises. 


During a Disaster 

¢ mobilize staff when the plan is activated 
and co-ordinate EL service in the assigned 
Reception Centre; and 


* prepare work schedules, maintain EL 
Operations log (see Appendix C) and report 
regularly on victim needs, nature of activities 
or problems encountered to EL coordinator. 


After the Disaster * makes an inventory of equipment and 
* prepare a report on EL activities and turn over supplies in assigned facility before and 
completed documents to the coordinator of EL; after use. 


* restock equipment and supplies at assigned 


RC and ensure that all borrowed equipment During a Disaster 
io retarted and * reports to the coordinator of EL and, if 
i ; required, initiates and manages the group 
* participate in the evaluation of the EL service. lodging operations; and 
‘ ¢ maintains a log (see Appendix C) and 
2.3.4 EL Workers at Reception provides ie on wee needs, nature of 
Centres activities or problems encountered to the 
Under the direction of the supervisor, workers at chief of EL. 
Reception Centres: 
After a Disaster 
¢ brief evacuees on services offered by EL; * prepares a report on the group lodging 


facility’s activities for coordinator of EL; and 
¢ locate emergency accommodation for evac- 


uees using the Emergency Lodging directory; * participates in the evaluation of EL service. 
¢ record information from private citizens who 

have volunteered accommodation in their 2.3.6 Group Lodging Workers 

homes (see Appendix F, Private Homes — Under the direction of the facility manager, the 

Lodging Record and Assignment); workers: 


* assign evacuees to private homes or : : Leet 
* organize services and activities to be offered 
commercial accommodations; 


in the group lodging facility; 


* maintain list of evacuees lodged and inform hs 
te ¢ compile and maintain an up-to-date list of 
Registration and Inquiry service of location ie 

evacuees lodged in the facility; 
of evacuees; and 


: e establish and maintain facility records 
¢ ensure that relocated evacuees are informed ; ‘ 
: ‘ ' including those related to supplies used, 
of services available to them in Reception 

expenditures made, donations received; 
Centres or elsewhere in the community. 


¢ duplicate, distribute or post rules and regula- 
tions, daily schedules and other information 


2.3.5 Group Lodging Manager 


Under the direction of the coordinator of EL, the 
Group Lodging Manager: 


facility residents will require; 
* monitor distribution of supplies; 


¢ record and store personal property 
Prior to a Disaster volunteered for safekeeping; 
¢ plans group lodging service in assigned ae ey ' 
P es Bee eee ° assist in the facility operations; and 
facility; 
2 on ° provide security services in the facility. 
° trains facility staff; P > . 
* ensures availability of necessary equipment 


and supplies (see Appendix E); and 
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2.4 Back-up Staff 


In a major disaster, the EL service may have to 
operate on a 24-hour basis. Back-up staff will be 
required to replace initial response staff. 


2.5 Recruiting EL 
Personnel 


2.5.1 Suggested Sources of 
Personnel 

Persons with knowledge and experience in the 
lodging or housing field are well-suited to organize 
and operate the EL service. These people, as part of 
their daily tasks, would be familiar with: 

* providing or locating lodging for people; 

* managing lodging facilities; 

* processing information, data; and 

* setting up filing systems. 
They could include hotel or motel personnel, real 
estate agents, recreation workers, school principals, 


managers of special-care facilities, and public 
housing managers. 


2.5.2 Selection Criteria 


In considering candidates for key EL positions, the 
following criteria are suggested for consideration: 
* experience in the lodging field or related area; 
° familiarity with the community; 
¢ leadership and organizational ability; 
* flexibility; 


¢ ability to cooperate and to delegate 
responsibilities; 


* good communication skills; and 


training skills. 
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Regardless of their previous training and experi- 
ence, candidates will need training in Emergency 
Social Service planning. 


2.5.3 Desirable Personal Skills for 
EL Workers 


In a major disaster, people inquiring about 
emergency lodging may be extremely anxious and 
upset. It is important, therefore, to recruit mature, 
sensitive EL workers who are: 


* caring individuals who can express genuine 
concern for the needs of the survivors; 


* good listeners who can assess a survivor's 
emotional state and respond appropriately; 


¢ able to remain calm under pressure; 


¢ able to communicate clearly both orally and 
in writing; and 


¢ able to record information accurately and 


legibly. 


2.5.4 Specialized Communication 


The coordinator of EL should ensure the availability 
of personnel who are capable of responding to 
persons who have specific communication needs: 
hearing impaired, blind, persons who cannot read, 
or persons who may not speak or understand the 


_ language of the majority. Persons may have to be 


recruited from the evacuated community to assist. 


CHAPTER III 


Emergency Lodging 


Resource —— and 


Directory — 


3.1 Introduction 


The Emergency Lodging (EL) resource survey 

is used to collect specific information about the 
location and capacity of various lodging resources 
available in the community. The survey enables 
the EL service to compile and maintain a lodging 
directory to respond rapidly to the temporary 
lodging needs of displaced persons. 


3.2. Planning the EL 
Survey 
The emergency lodging survey should be planned 


in conjunction with the municipal Emergency 
Planning coordinator and the director of 
Emergency Social Services. These emergency 
planners along with the coordinator of EL will 
determine what lodging resources are needed to ~ 
be fully prepared. Once needs are established, 
lodging resources in the community are identified 


to meet these needs. 


3.3 Resources Survey 


3.3.1 Private Homes 


Because of the mobility of people within a 
community, a survey of private homes is not 
recommended. Previous experiences have shown 
that, after a disaster, concerned citizens will offer to 
share their homes, apartments or cottages. After a 
major disaster, where large numbers of homes 

are destroyed or uninhabitable, EL may have to 
appeal to the general public for assistance in 
accommodating survivors. 


When people offer the use of their home either 
spontaneously or in response to a public appeal, 
basic information should be recorded. Refer to 
Appendix EF, Privates Homes, Lodging Record 
and Assignment, for a checklist of information to 
be recorded. 


3.3.2 Commercial Accommodation 


A physical survey of commercial establishments 
will be necessary to obtain information on lodging 
capacity, average vacancy rate and other resources. 


Refer to Appendix G, Commercial 
Accommodation Record, for a checklist of 


information required. 
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3.3.3 Group Lodging Facility 


The coordinator and staff of EL should complete a 
survey for each building it intends to use for group 
lodging purposes in a disaster. This comprehensive 
survey will provide EL with readily available 
information about the building in a useable 


written format. 


Refer to Appendix H, Group Lodging Facility — 
Accommodation and Resources Record, for a 
checklist of information required 


(1) Completing the Group Lodging Facility Survey 
One way of completing the survey is to have the 
Group Lodging Manager or Supervisors assigned 
to facility complete the survey so they will be thor- 
oughly familiar with the building. Arrangements 
could be made with the owner or manager of the 
facility for EL personnel assigned to the building 
to complete the building survey while holding a 
regular meeting in the facility. 


A second method is for the manager assigned to 
the facility to recruit members of a group already 
associated with the designated building to complete 
the survey. Such individuals might be a school 
principal, teacher, custodian or minister, people 
most familiar with the building and its equipment. 
This is especially important if members of that 
group have agreed to act as group lodging manager 
or workers. 


3.3.4 Sit-up Space 
The EL staff should complete a physical survey 


of facilities with sit-up spaces such as theatres, 
auditoriums, arenas and others. Use Appendix H, 
Group Lodging Facility Accommodation and 
Resources Record for a checklist of information 
required. 
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3.4 Written Agreements 


Once suitable lodging resources in the community 
are identified, EL personnel should contact the 
owners or managers of these resources and written 
agreements for their use in an emergency should be 
completed. With some lodging resources, such as 
commercial accommodation, compensation and 
methods of payment would have to be agreed upon 


ahead of time. 


The most desirable facilities for group lodging 
purposes are particularly well-equipped high 
schools or community colleges. Because these are 
often used in a disaster situation, a recommended 
standard format for agreements between EL and 
school administration is offered in Appendix J. 


Letters of agreement regarding the use of facilities 
for EL purposes should always be obtained from 
organizations such as community centres, churches 
and recreation facilities. The standard agreement 
recommended in Appendix J can be modified to 
fit the style of agreement necessary for a given 
group. The best agreement is one which spells 

out in clear, simple language what EL and other 
organizations are agreeing to do. 


Written agreements should also specify financial 
liability due to damage, loss or injury. 


3.5 Emergency Lodging 
Directory 


Once a survey of emergency lodging resources in 
the community is completed, EL personnel should 
summarize the information collected in an EL 
directory. The directory facilitates the assignment of 
evacuees to appropriate lodging in an emergency. 


Appendix K offers an example of an emergency 
lodging directory developed by the Hamilton- 
Wentworth Regional Social Services. The directory 
should be reviewed at least once a year to ensure 
the information is accurate and up-to-date. 


To keep the information in their Emergency 
Lodging Directory accurate and up-to-date, the 
Hamilton-Wentworth Regional Social Services 
mails a letter (Appendix L) to the owner or 
manager of a particular facility accompanied by a 
photocopy of the latest Group Lodging Facility 
Accommodation and Resources Record on 

file. They are asked if the information in the 
Accommodation and Resources Record is accurate, 
and if not, to correct, sign and return it to the 
Emergency Lodging Services. 
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CHAPTER IV 


General Guidelines 


4.1 Introduction 
The purpose of this chapter is to provide EL 


personnel with general guidelines to be followed 
in the operation of the EL services. 


4.2 General Guidelines 
4.2.1 


Keep families together. 


4.2.2 


Lodge evacuees promptly. Delays have an adverse 
effect on their safety, well-being and morale. 


4.2.3 


Lodge evacuees as close to their homes or place of 
work as possible. 


4.2.4 


Return evacuees to their own homes or alternate 
housing as quickly as possible. 


4.2.5 


House people in as normal a setting as possible 
with respect for their privacy. 
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4.2.6 


Referral of evacuees to private, commercial or 
group accommodation is initiated by EL staff 
in Reception Centres. Registration and Inquiry 
service must be informed of the emergency 
address of evacuees. 


4.2.7 


If private and commercial accommodations are 
limited, evacuees are assigned to these facilities 
on a priority basis: e.g. elderly who require care, 
families with small children, workers who require 
undisturbed rest, etc. 


4.2.8 


If possible, arrange for evacuees from the same 
community or neighbourhood to be lodged 
together in one facility. This will allow evacuees to: 
¢ be with relatives and friends; 
¢ discuss mutual problems; 
* provide emotional support to one another; 
p pp 


¢ exchange services, e.g. babysitting, care of 
injured or sick family members; and 


* pool resources, e.g. transportation. 


Such arrangements will also facilitate EL 
operations. 


4.2.9 


If authorities are unsure as to when evacuees can 
return home, rooms in commercial accommoda- 
tions should be reserved for as long as possible. 


4.2.10 


If evacuees are lodged in commercial accommoda- 
tions spread out over a wide area, transportation 
may have to be arranged from the lodging sites to a 
central reception center. Municipal transit services 
should be involved in developing such plans. 


4.2.11 


If a large number of evacuees are lodged in one 
major hotel, EL should arrange with Personal 
Services for the provision of such services as day 
care, recreation, financial assistance and emotional 
support. 


4.2.12 


Computerize lodging data as soon as possible. It 
will make such information as number of evacuees, 
location, names, ages, etc. readily available for 
various administrative and operational purposes. 


4.2.13 


Rate guidelines for meals, clothing, accommodation 
(commercial and private) should be determined 


ahead of time. 


4.3 General Guidelines —- 
Group Lodging 
Facilities 


4.3.1 
Group lodging facilities may be preferable for 


special care or institutional groups requiring 
professional support or supervision. 


4.3.2 


Past disaster experiences indicate that: 


° 15 to 20 percent of the affected population 
require group lodging. The majority of people 
usually provide for themselves or stay with 
friends or relatives; 


* Group lodging facilities are usually occupied 
-on average for three days; and 


¢ Survivors prefer staying at emergency lodging 
facilities that are close to their previous 
homes. 


4.3.3 


Avoid using elementary schools as much of the 
equipment (drinking fountains, toilets, etc.) is more 
suited for younger children. Such essential services 
as cafeterias, showers, etc. are also lacking. 


4.3.4 


Experience has shown that the decision to evacuate 
an area is sometimes taken at the last minute and 
people arrive at group lodging facilities before staff. 
It is important, therefore, that the coordinator of 
Emergency Lodging alert and mobilise the EL 
personnel as soon as possible. 
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CHAPTER V 


Group Lodging Management’ 


5.1 Group Lodging 
Management 


Managing a group lodging facility is similar in 
many ways to running a hotel. The lodging 
personnel are basically responsible for the safety, 
comfort and welfare of all evacuees sent to the 


facility. 


5.2 Purpose of Chapter 


The purpose of this chapter is to familiarize group 
lodging personnel with the services, procedures and 
resources involved to ensure timely and effective 
response following a disaster. 


This chapter provides checklists of priority actions 
that the group lodging personnel must carry out: 
e as the facility is activated; 
¢ as the population settles in; and 
* continuing priorities. 
Each checklist is followed by guidelines which 


briefly explain some of the priority actions 
recommended. 


The success of group lodging management depends 


on having people with the necessary knowledge, 
skills, training and material to do the job. 
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5.3 Group Lodging 
Manager 
Responsibilities 


The manager is responsible for coordinating the 
delivery of services to people lodged in the group 
facility. 


5.3.1 Priority Action Checklist 


First Priorities 
|] 1. Contact building owner/custodian to 


Secure access. 


2. Initiate staff call-out. 


Priorities — As Facility Is Activated 
1. Establish manager’s office. 


2. Start operations log. Record date and time 
of manager's arrival and that of personnel. 


3. Brief supervisors and staff on: 


¢ number of people expected and time of 
arrival; 


¢ problem areas; and 


© unusual resource requirements. 


“Adapted from: U.S. Federal Emergency Management Agency. 
How to Manage Congregate Lodging Facilities and Fallout 
Shelters. Washington, DC, Printing and Publications Division, 
Office of Administrative Support, 1981. 


4, 


Check operational status” of the following 
services: 


Ds 


6. 


first aid telecommunication 
clothing administration 
registration maintenance 
food sanitation 

|__| sleeping security 
personal services 


Ensure all staff wear some identification. 


Ensure staff check: 


sanitation facilities; 


|__| fire exits — unlocked and easy to access; 


operation of emergency generator; 


operation of emergency lighting; 


operation of heating; 


ventilation or air conditioning 


operation; and 


operational status of internal 


Te 


8. 


2. 


communications: switchboard, 
public address system. 


Designate a first aid room or area as soon 
as possible. Room should have running 
water. 


Post appropriate signs for services offered. 


Arrange parking control if not provided 
by police. 


10. Register occupants as they enter the 


11, 


facility. 


Establish telecommunication centre 
close to manager’s office. Maintain 
communication with the coordinator 


of EL. 


12. Restrict use of telephone and two-way 
radio to authorized personnel. 


Priorities — As Population Settles In 


1. Begin daily information meetings 


with evacuees — see communications at 


paragraph 5.13. 


2. Ensure adequate telephone services are 
installed for the use of residents. 


|__| 3. Call daily supervisors’ meeting when 
necessary and check operational status 


of facility. 


4. Establish shift schedule. 


5. Establish daily schedule. 


6. Request assistance of evacuees if required. 


7. Maintain a record of equipment and 
supplies purchased or borrowed. 


Continuing Priorities 


1. Brief evacuees regularly, organize 
publication of a newsletter, if required. 


2. Monitor morale of evacuees. 


. Monitor operational status of facility. 


Oo 


4, Maintain daily schedules for service. 


5. Brief coordinator of EL on the needs of 


evacuees, nature of activities and problems 
encountered. 


Closing 


1. Upon completion of activities, follow 


checklist at paragraph 5.17 on “Closing 
the Group Lodging Facility.” 


“Personnel and supplies available or required, space allocation, 
operational procedures and so on. 
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5.3.2. Guidelines 


i 


Lodging Operations Log 


The log, which lists and describes all significant 


events for each day, is essential for the smooth 
and effective operation of a group lodging 


facility. 
The log assists in: 


* briefing incoming replacement personnel; 


¢ keeping track of equipment and supplies 
borrowed, received or purchased; 


* referring to earlier decisions; 
* briefing superior; and 


* maintaining continuity of services. 
The log should include: 


* major management decisions; 


¢ daily summaries of facility status and 
problems encountered; and 


¢ change in facility population. 


The manager may appoint a support person to 
log this information. Refer to Appendix C, for 


a sample operations log sheet. 


Staff Identification 
Personnel should wear identification such as 
name tags, armbands, vests, caps or buttons: 


* so they can be readily identified by evacuees 
who need assistance or information; and 


to allow personnel access to the disaster 
area or facility and to have unhampered 
movement through the facility. 
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3. Daily Schedule 


(1) A regular schedule of activities for the 
group lodging facility: 


* gives the residents a reassuring orderliness 
and rhythm for their days in a strange 
environment; 


¢ makes it easier to manage the basic 
services required in the facility; and 


assures performance of necessary tasks on 
a daily basis. 


(2) Scheduling priorities © 


The schedule establishes hours for sleeping, 
rising, lights out, cleanup, meals, quiet 
times, recreational activities, group meet- 
ings and health services. Schedules should 
be prepared in consultation with the 
residents. 


(3) Other scheduling information 


¢ Any special arrangements that are made 
for residents to utilize the community's 
recreational, educational, library, or other 
facilities on a planned basis. This will 
allow for maximum utilization without 
undue overcrowding; and 


¢ Departure and arrival times for residents 
who return to their workplace or who 
have other regular work assignments 


outside the group lodging facility. 


(4) The daily schedule should be posted 
throughout the facility. 


(5) Naps and daytime rest periods 


“The Quiet Activities Time” on the 
recommended schedules will provide adults 
as well as children with needed periods of 
rest Or quiet activity. 


(6) Social and recreational activities 


Planned social and recreational activities, 
whether they are inside or outside the 
facility, help keep order and help make 
time go by more quickly. These should 
be blended into the schedule throughout 
the day. 


Refer to Appendix M, for a sample daily 
schedule. 


4, Administrative Services 


Systematic administrative procedures — the 
paperwork or “red tape” part of a facility’s 
operation — are necessary and important. They 
should be instituted at the beginning of the 
facility’s operation and continued until people 
return home or are otherwise relocated. 


Basic administrative services include: 


¢ establishing and maintaining operations log, 
facility records, including those related to 
supplies, health services, expenditures (if any), 
equipment donated, borrowed or purchased, 


and special problems; 


* tagging or recording all articles loaned or 
borrowed; 


¢ duplicating and distributing regulations, daily 
schedules and other necessary information; 


¢ establishing and maintaining office coverage 
to monitor phones, radio, etc., in conjunction 
with communications team; and 


* in some situations, personal possessions such 
as important family records and valuables may 
be volunteered by evacuees for safekeeping. 
Accurate records must be kept of all items 


volunteered. 


Daily Supply Status 

The supervisor reports to the manager on a 
daily basis on what additional supplies are 
needed. Supplies are provided and coordinated 
by the coordinator of EL. 


Evacuee Assistance 

The manager should encourage maximum 
participation of evacuees in the operation of 
the facility. Such participation provides a 
meaningful opportunity to contribute to the 


general well-being of the facility. 

Evacuees can assist by: 

° providing emotional support to persons who 
are distressed; 


* caring for infants or young children individu- 
ally or in groups so parents can attend to dis- 
aster-related needs or enjoy temporary relief; 


¢ helping to care for the dependent elderly; 


° assisting with administrative and clerical 
work and records keeping; and 


* assisting with food service, sanitation, 
maintenance, night watches, etc. 


Registration 
Registration of all occupants of the group 
facility is important: 


* to help in locating missing persons or 
separated family members; 


* to maintain an accurate list of who is in the 
facility; 
° to report the number of occupants to the 


coordinator of EL; 


° to determine feeding and sleeping 
arrangements; 
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* to determine any special requirements, such 
as health needs and persons requiring other 
special care; 


* to determine general supply needs; 


* to ascertain useful skills and interests; 


to assign people to special teams or other 
work assignments; and 


to provide data for possible post-evacuation 


use. 


5.4 Emergency 
Social Services — 
Responsibilities 
If required, the four following Emergency Social 
Services are responsible for planning, organizing 
and meeting the basic personal needs of people 
accommodated in the group lodging facility: 
¢ Emergency Clothing 
¢ Emergency Food Service 
¢ Registration and Inquiry 
¢ Personal Services 


Please consult the appropriate manuals for detailed 
information on the operation of these services. 


5.5 First Aid —- 
Responsibilities 


First Aid in the facility is planned, organized and 
operated by the municipality's emergency health 
services. In some communities, this service may be 
provided by St. John Ambulance, Red Cross or 


other trained volunteers. 
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5.5.1 Priority Action Checklist 


_ Priorities — As Facility Is Activated 


___] 1. Assess available first aid supplies and 
anticipate supplies that will be required. 


|__] 2. Establish channels of communication with 
emergency health services if required. 


Priorities as Population Settles In 


1. Determine health needs of evacuees. 


2. Ensure that transport to medical facilities 


is available for occupants who have serious 


health problems. 


Continuing Priorities 


1. Establish a referral service to meet 


emergent health needs. 


5.5.2 Guidelines 


1. Importance of First Aid Services 
Natural disaster experience demonstrates that: 


* survivors with minor injuries may arrive in 
your facility because major health facilities 
are overloaded with the seriously injured. 
The group lodging facility must therefore be 
prepared to provide first aid to those persons; 


and 
¢ many chronically ill people who are depend- 


ent on continued specialized medication, 

e.g. insulin, may arrive without it. First aid 
personnel ensure such individuals are referred 
or taken to local hospitals or doctors to 
obtain necessary medication. 


5.6 Public Health - 
Responsibilities 


The medical officer of health ensures that staff 
e.g. public health nurses, public health inspectors 
are assigned to monitor public health. 


9.6.1 Guidelines 
Public Health is responsible for: 


* monitoring food, water, sanitation and other 
public-health-related areas; 


* establishing a program of preventive health 
care to avoid the spread of communicable dis- 
ease, respiratory infections and other illnesses; 


¢ establishing procedures to detect and refer 
medical or health problems to appropriate 
specialists and facilities in the community; 
and 


* carrying out water purification measures if 
required. 


5.7 Pets 


The local Society for the Prevention of Cruelty to 
Animals (SPCA), community animal control offi- 
cers or other animal organizations should be con- 
sulted regarding the care of pets in an emergency. 


5.7.1 Guidelines 


Health and safety considerations do not permit 
lodging pets in the same space with people, with 
the possible exception of seeing-eye dogs. However, 
because people derive comfort and reassurance 
from their pets, lodging and care of pets demand 
management’ early attention. People may refuse to 
relocate if they cannot bring their pets, or they may 
bring their pets even if forbidden to do so. 


It is important, therefore, that appropriate 
planning measures for the emergency care of pets 
be discussed with SPCA workers or animal control 
officers in the community during planning stages. 


If time and space permit, set aside or construct 
separate facilities for pets. Volunteers can create a 
compound by stretching plastic over wire fencing 
or using tennis courts. Arrange to provide water 
and food until owners can take custody of them. 


5.8 Sleeping 
Arrangements 


5.8.1 Priority Action Checklist 


Priorities — As Facility Is Activited 
1. Establish sleeping arrangements within 


designated areas. 


2. Provide canvas cots, blankets or 


improvised bedding. 


3. Establish and maintain nighttime watches. 


Priorities — As Population Settles In 
alate Adjust initial sleeping arrangements if 


required. 


[| 2. Obtain additional bedding supplies if 


required. 


|__| 3. Establish sleep schedule. 


Continuing Priorities 
| | . . . . . 
1. Monitor ventilation in sleeping areas. 


2. Maintain nighttime sleep area watches. 


CHAPTER V: Group Lodging Management | 27 


5.8.2 Guidelines 


hf 


Why Sleeping Arrangements Are Important 
Because sleep requires more time and space than 
other activities, the facility’s sleeping arrange- 
ments influence the physical organization of 
space in the building and the scheduling of 
other activities (see Appendix I — Group 
Lodging Facility — Sanitary Standards). 


. Where to Locate the Sleeping Area 


The size and layout of the building must be 
considered, including ventilation, noise and 
light, and location of toilets. Separate the 
sleeping area from the activity area either by a 
barrier or by physical distance. This separation 
will protect sleepers from ongoing activities 

in the building, and not limit those ongoing 
activities by restricting light and noise in the 


active area. 


. How to Group Sleepers 


If required, designate separate sleeping areas for: 


* family groups; 

° elderly; 

* unattended children; 

* families with small infants; and 


e late arrivals. 


. Sleeping Equipment and Supplies 


Ensure that bedding meets appropriate fire 
codes. Avoid use of rubber mattresses as they 
are flammable and uncomfortable. Refer 

to Appendix E, for a checklist of sleeping 
equipment and supplies required. 


. Sleep Problems 


¢ Noise and Light. Noise and lighting within 
the sleeping area must be kept down to a level 
that will not interfere with sleep. Discourage 
people from such activities as reading with 


flashlights after lights out. 
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° 


Smoking. Do not allow smoking in the 
immediate sleeping area, since it is a health 
and fire hazard. If required, a smoking area 


should be located outside the facility. 


6. Sleep Watch 


Sleep watches are important: 
* for evacuees requiring assistance during 
sleeping hours; 
* to keep watch for such hazards as fire; and 
* to monitor activities in facility at night. 
7. Space and Facilities for Staff 


Group lodging facilities staff need a separate 
area to go to for rest, coffee, and meal breaks. 


5.9 Sanitation Services 


Sanitation services in the facility may be provided 
by regular maintenance staff or group lodging 
workers assisted by residents. The municipality’s 
sanitation service could provide assistance with 
removal of garbage. 


5.9.1 Priority Action Checklist 
Priorities — As Facility Is Activated 


1. Post appropriate location signs for men’s 


and women’s washrooms, if required. 


2. Obtain additional portable toilets if 
needed. 


3. Inventory stock of sanitary supplies: toilet 


paper, soap, sanitary napkins, towels, dia- 
pers, etc., and obtain additional supplies, 


if needed. 


4. Determine how many trash cans, garbage 


cans, plastic trash bags, etc., are available 


and obtain additional supplies, if needed. 


5. Determine the best possible waste disposal 
system and implement it immediately, 


Priorities — As Population Settles In 


1. Keep toilet areas as clean as possible and 


keep portable toilets emptied. 


2. Control use of limited water available for 
sanitary purposes. 


[|] 3. Maintain cleanliness in all areas of facility. 


|_| 4. Inform residents of need for their 


cooperation and assistance. 


5.9.2 Guidelines 


1. Sanitation Standards 


The highest possible sanitation standards are 
necessary to prevent the spread of disease and 
to maintain morale. 


Develop and post written sanitation and 
hygiene regulations. 


Coordinate with Health Services for preventive 
sanitation measures. 


. Shifts 

If the facility is large, the sanitation service 
team should be subdivided into toilet; trash and 
garbage; personal hygiene; general cleaning; 
and, perhaps, laundry teams. Depending upon 
the assignment, shifts should be short and 
rotated because of the unpleasantness of the 
tasks involved. 


. Toilet Facilities 


Toilet must be kept constantly clean. 


4. Garbage 
Containers for garbage and trash should be 
placed throughout the facility. These should 
be emptied regularly to avoid fire and health 
hazards and maintain morale. Rental of large 
commercial garbage containers will facilitate 
garbage storage and removal. 


5. Laundry 
If residents must remain in the facility for an 
extended period, laundry services should be 
organized by utilizing coin laundries in the 
area, washing machines in hotels or motels, 
local hospitals or dry cleaning establishments. 


6. Sanitation Supply Checklist 
Refer to Appendix E, for a checklist of sanita- 
tion supplies and various other supplies required 
to maintain cleanliness. 


5.10 Maintenance 


The maintenance staff of the facility is responsible 
for power and lighting and ensuring proper 
ventilation of building. 


5.10.1 Priority Action Checklist 
Priorities — As Facility Is Activated 


1. If required, obtain and connect portable 


generators to provide power for heat, 
lighting, cooking, ventilation, communi- 
cations and other essential activities. 


2. Obtain a supply of lamps, flashlights and 


batteries for illumination purposes, and 
distribute them to essential areas in the 


facility. 
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Priority — As Population Settles In 
|__| 1. Monitor air quality and temperature and 
keep them within comfortable limits. 


5.10.2 Guidelines 


1. Maintenance 
People who own or operate the facility should 
provide technically competent persons to main- 
tain such complicated equipment as air condi- 
tioning, power plants, water systems, heating, 
plumbing and electrical systems or improvised 
or specially installed systems provided to make 
the building usable for group lodging. 


2. Why Proper Ventilation Is a Priority 
With many more people than normal living in 
the building, it is essential that fresh air be 
evenly distributed throughout the facility. 
Ventilation with outside fresh air is important 
for both air quality and for temperature control 


(see Appendix I). 


5.11 Security 


For normal security and safety functions, the 
manager may have to plan for in-facility security 
such as night watches, traffic control, access to 
facility, fire prevention and control. In some cir- 
cumstances, it may be necessary to request support 
from the local police or from a security agency. 


5.11.1 Priority Action Checklist 


Priorities — As Facility Is Activated 
|} 1. Direct traffic in parking area if required. 


2. Direct movement into the building 


through entrances as determined by the 
manager. 


|] 3. Identify and clear all fire exits so they are 


unobstructed and easy to access. 


|] 4. Establish security patrols and sleep 


watches. 
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Priorities — As Population Settles In 
|__| 1. Establish regular security controls. 


Continuing Priorities 
|_| 1. Ensure that security regulations are 
adhered to. 


|] 2. Maintain security, fire and sleep watches. 


5.11.2 Guidelines 
1. The Need for Basic Rules and Scheduling 


A facility will, in general, allow its occupants 
to come and go as they please as long as they 
respect the rules and schedules in place. 


Written regulations for fire, security, smoking, 
sanitation and lights out should be posted and 
obeyed. 


Occupants should be informed of the reasons 
for these schedules and should be asked to 
adhere to them voluntarily to maintain order 
and serve common welfare. 


Residents should be involved in setting rules 
and regulations. 


2. Fire Watch 


A 24-hour fire watch must be assured and 
residents instructed in fire-prevention measures. 


3. Fire Prevention 


Brief residents as soon as possible on the critical 
importance of fire prevention and fire watch, 
and on the fire regulations that apply in the 
facility. Give oral or written instructions for fire 
drill procedures. 


Carry out emergency fire drills, if circumstances 
yi gency 

warrant. If you do not have sufficient space, 
give oral instructions for fire drill procedures. 


4, Fire Watch's Immediate Protective Actions 


¢ Inspect all portable extinguishers to assure 
they are usable. 


* RESTRICT SMOKING: Designate a specific 
area for smoking, outside the facility. 


5. Use of Non-electrical Light or Heat Sources 
Kerosene lamps and heaters or candles 
SHOULD NOT BE USED. Light sources 
requiring an open flame are a fire hazard. Also 
some heat sources emit gases that are dangerous 
to health when they are allowed to build up in 
living spaces. 


5.12 Telecommunication 


Internal telecommunications, switchboard, tele- 
phones, should be operated by staff who normally 
work in the facility. Alternate telecommunications 
should be planned for with municipal telecommu- 
nication officers or services. 


5.12.1 Priority Action Checklist 


Priorities — As Facility Is Activated 
|] 1. Establish telephone or radio contact with 


the coordinator of EL and arrange for 
regular contacts. 


2. Establish means of communicating with 


evacuees using public address system, 


portable loud speaker, or bulletin board. 


Priority — As Population Settles In 


1. Provide residents with daily newspapers, 


radio, TV, communication bulletins, 
newsletters, posters, personal messages 
and other communications in addition 
to meeting with them. Arrange to have 
information written in the languages 
spoken by various evacuees. 


Continuing Priorities 


1. Maintain routine and emergency commu- 
nications with: 


* lodging population; 
* supervisors of services; and 


© coordinator of EL. 


2. Log all important communications for 
the record. 


5.13 Communication 


I. Communication With Residents Is Essential 
In a major disaster, evacuees will understandably 
be anxious and fearful about what has happened 
and what the future holds. They will also be 
inexperienced in adjusting to the crowded con- 
ditions and other disruptions in their normal 
lives. They will be hungry for official, reliable 
information. Such information will help reduce 
anxiety, control the spread of rumours and 
make their new, crowded living arrangements 
more acceptable. 


2. Communication From Management to 


Residents 
(1) Information to Provide During Entry Phase 


An information meeting should be held AS 
SOON AS POSSIBLE with all residents of 
the facility to: 


* introduce manager, supervisors and staff; 


° reassure residents about the safety of the 


location; 


¢ bring them up-to-date regarding the 
emergency; 


¢ form an advisory committee; 


° request assistance if required; 
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* announce important rules and 
regulations; 


* inform them of daily schedule; and 


¢ set schedules of daily briefings. 


(2) Information During Occupancy Phase 


* review of general conditions in the 


facility; 


* special emergency notices issued by the 
local government; 


* statement of human resources needed in 


the facility; 


* reassurance and review of problems 
affecting major number of occupants; 


dispelling rumours; and 


directions for moving to another facility, 
if necessary. 


(3) Daily Briefings to Evacuees Are Essential 


Normally, schedule two or at least one 
briefing daily. It is vital that people know 
they will be brought up to date at least 
once a day, at a specific time. 


Briefings are required even if there is no 
information to report, because: 


¢ the lack of new information, or the fact 
there is no change in the situation, is 
important information; 


* the briefing will help dispel rumours that 
can be damaging to morale and order; 
and 


* the scheduled briefing indicates that man- 
agement recognizes the importance of 
communicating with the population. 


32 | EMERGENCY LODGING SERVICE 


(1) 


Never withhold important information 
from the occupants, but ensure that you 
present it in the proper context so that it 
will not be misinterpreted, cause unneces- 
sary distress or loss of morale. Whatever 
the content of a message, you must convey 
it in terms of your having the general 
situation under control. 


Special Communication Needs 


The manager may need to be aware of the 
specific communication needs of various 
people, e.g. hearing impaired, blind, 
persons who cannot read or persons who 
may not understand English well. Proper 
resource persons should be available 

to explain verbal or written rules and 
regulations to them. 


3. External Communication 


Telephone Service 


In the early phases of a disaster, do not 

use the telephone unless you have a real 
emergency to report. Do not tie up lines 
that may be urgently needed for emergency 
operations. 


Ensure sufficient public telephones are 
installed to allow evacuees to contact 
concerned friends and relatives. 


4, Communication With the Media 
(1) Interviews with the manager 


The manager may receive requests from 
the media for personal interviews or for 
interviews with residents. 


All requests for interviews should be chan- 
nelled through the community’s informa- 
tion officer responsible for media relations. 


(2) Interview with survivors 


During the emergency phases, survivors’ 
anguish, grief and terror quickly become 
the subjects of media attention. Survivors 
need privacy at this time, so they can work 
through and gain control over the strong 
emotional reactions triggered by the disas- 
ter. During this phase the needs of the 
media run counter to the needs of the sur- 
vivors. Media scrums where survivors have 
to face flash bulbs, microphones, cameras 
and reporters can add to the emotional 
overload at a time when decrease in input 
is essential. 


It is important, therefore, to encourage 
contact between media and survivors that 
produces sensitive coverage of the human 
impact of the disaster, respecting the vul- 
nerability, privacy and confidentiality of 
survivors. Having reporters select one or 
two representatives from each medium to 
interview some survivors and then pool 
their information is one way of resolving 
this sensitive issue. Interviewees should 
always be consulted before arrangements 
are made with the media. 


5.14 Advisory Committee 


An advisory group may be useful in a facility, 
particularly one with a large population. This group 
can act as liaison between residents and manage- 
ment by presenting the population's problems and 
suggestions to the manager and assisting in evaluat- 
ing and resolving group and individual problems. 


The committee should be established as soon as 
possible. Committee members are selected by 


management and residents. 


5.15 Recreational and 
Social Activities 


I. Need for Recreational Activities 
Recreational and social activities will raise 
morale, help your population to cooperate and 
socialize, and reduce feelings of fear and anxiety. 


2. Assistance With Recreational Activities 
Use existing community facilities and staff to 
assist with recreation programs. Recreation 
workers from the community can organize 
activities for children, teens and the elderly. 


Ask evacuees to pool any small board games 
they may have brought with them. These games 
can be enjoyed by both players and onlookers. 


5.16 Other Services 
Available 


Refer to Appendix N, for a description of various 
services that may be provided to people lodged 

in group facilities and the municipal emergency 
response organizations responsible for each of 
these services. 


5.17 Closing the Group 
Lodging Facility 


Plans for closing the GLF should begin as soon as 
evacuees return to their homes or are transferred to 


other residences. 
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Closing Checklist 
The group lodging manager would: 


ere a 


Inform the coordinator of EL who will 
contact the director of ESS, who will 
advise municipal emergency response 
services and other appropriate agencies 


of the closing of the facility. 


. Turn over to the coordinator of EL all 


receipts, registration cards and outstanding 
invoices for processing. 


. Arrange for inventories of supplies and 


equipment. 


. Restock equipment and supplies. 


. Return borrowed property and equipment 


to owners. Receipts for the return should 
be secured. 
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6. Ensure that building and grounds are 


clean. 


7. Arrange for the inspection of the facility 


by owner. Report damage caused by use. 


8. Turn over registry to coordinator of EL. 


Registration information will be useful in 
locating people and providing outreach 
services. 


9. Arrange for letters of appreciation or 


recognition of staff, donors of goods, 
services and facilities used during the 
operation. 


10. Prepare final report on the group lodging 
operation for the coordinator of EL. 


Training 


CHAPTER VI 


6.1 Training 
Responsibilities 


The coordinator is responsible for ensuring that 
Emergency Lodging (EL) personnel receive 
training. 


6.2 Training Program 


The content of the EL training program should 
include: 


(1) Orientation to Community Emergency 
Planning 

* an explanation of the roles and responsibilities 
of municipal emergency response organiza- 
tions such as police, fire, health, public works, 


etc;. and 
* an explanation of the role and responsibilities 


of the Emergency Planning coordinator, 


(2) Purpose and Role of Emergency Social 
Services 
* an explanation of the five other Emergency 


Social Services and their responsibilities. 
(3) The EL Service 
* purpose; 
* responsibilities; and 


* organization. 


(4) The EL Resources Survey and Directory 
* purpose of EL resources survey and directory; 
and 


¢ EL resource survey records — explanation of 


their use and how to complete them. 
(5) EL General Guidelines 
(6) Role of EL at Reception Centres 
(7) Group Lodging Management 
° purpose of the group lodging facility; 
° role of the manager; 
° review of services offered; 


° review of equipment and supplies required; 


and 
° priority checklists and guidelines. 
(8) The EL Plan 
¢ alerting and mobilizing; 
* action to be taken upon mobilizing; 
e lines of succession; and 
* operating procedures. 
(9) The Operations Log 
* purpose; and 


e utilization. 
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CHAPTER VII 


Emergency Lodging Plan 


7.1 Planning 
Responsibilities 


In order to respond promptly to the Emergency 
Lodging needs of disaster victims, the EL service 
must have a written plan that can be implemented 
in an organized and coordinated manner as soon as 
a disaster occurs. 


The EL plan is developed by the EL coordinator 
and planning committee. Once written, the EL 
plan is an appendix to the ESS response plan, 
which in turn is part of the overall community 
emergency response plan. Therefore, the EL plan 
should be read in conjunction with these plans. 


7.2 Some Characteristics 
of the Plan 


The EL plan should be clear, concise, realistic and 
kept up-to-date. It should be flexible enough to 
allow on-site staff to improvise and make adjust- 
ments to meet changing situations. EL planners 
should, as part of their planning process, attempt 
to anticipate typical problems that could arise 
within the EL service in an emergency and develop 
alternate solutions. 
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7.3 Content of the Plan 


The following information is a guide that could be 
used in writing the plan. A brief explanation for 
each suggested main heading is provided, plus, 
where applicable, some typical appendices that may 
be included: 


(1) Name and Date 
The plan should have a name to distinguish it 
from other plans. 


(2) Purpose 
A statement giving the aim of the plan. 


(3) Organization and Line of Authority 

A statement on the organization and channels 
of authority with specific details provided in 
appendices such as: 


° organization charts; and 


e lines of succession and alternates. 


(4) Implementation of the Plan 
Specific details on when the plan is to be imple- 
mented and by whom. 


(5) Alerting Procedures 
A statement with specific details provided in 
appendices such as: 


¢ the alert organization to include alternates 


and levels of response for agencies and 


individuals; and 


¢ the fan out or recall procedures including an 


alternate method. 


(6) Resources 
A statement with specific details in appendices 
which should detail resources required such as: 


e Personnel 


Name, address and telephone numbers’ of all 
trained EL workers and their job assignments. 
Remember that you may require back-up staff 
if initial response staff become tired. 


e EL Resources 


Address and telephone numbers of hotels, 
motels, hostels, reception centres and group 
lodging facilities. Name, address and tele- 
phone numbers’ of persons who have access 
to these facilities. 


¢ Supplies and Equipment 


Checklist of all EL equipment and supplies 
(see Appendix E) and their location. Name, 
address and telephone numbers’ of persons 
who have access to same. 


¢ Telecommunication 


Name, address, and telephone numbers’ of 
persons or organizations who have agreed 
to assist EL with their communication 
needs (amateur radio, CB clubs, telephone 
company, messenger service). 


¢ Multilingual and Other Communication 


Services 


Name, address, telephone numbers’ and 
communication abilities of persons who have 
agreed to assist in providing specialized com- 
munication services. These services are part of 
the overall ESS response plan and are called 
on if required. 


(7) Training 
A statement with specific details provided in an 
appendix to include: 


* who is responsible for the training program; 
and 


* where and when the training will be 
conducted. 


(8) Testing the Plan 
A statement with an accompanying appendix to 
include: 


* who is responsible for testing the plan; and 
¢ how often the plan will be tested. 
(9) Reviewing and Updating 


This section should include methods of review 
and procedures for updating the plan. 


Remember that the plan should be adjusted 
to meet the particular needs and resources of 
your community. 


7.4 Written Agreement 


A written statement of agreement should be 
negotiated with organizations which have agreed 
to provide personnel, facilities or equipment to 
support or operate the EL service. 


7.5 Mutual Aid 
Agreements 


Mutual aid agreements are recommended between 
adjacent communities to ensure that municipalities 
can promptly and effectively assist each other in 

the event of an emergency. These plans should be 
approved by the governing body of each community. 


“Home and business numbers. 
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7.6 Testing of the 
Operation 
After the EL plan has been drawn up, workers 


recruited and trained, equipment and supplies 
located, the next logical step is to test the organiza- 
tional and operational response plans, procedures 
and workers’ performance. One of the best ways to 
do this is to hold a series of exercises. The first ones 
should be “paper exercises”. These could involve 
EL staff assigned to one Reception Centre or at a 
group lodging facility. These should be followed by 
others more ambitious in size and scope involving 
all six emergency social services. These exercises 
should be coordinated by the Director of 
Emergency Social Services. 


Exercises show up the strengths and weaknesses of 
the plan. They indicate whether the service as it 
stands can achieve its aims, and whether positions 
are properly defined. An evaluation with staff 
should follow each exercise. 
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7.7 Distributing the Plan 


The distribution of the plan is sometimes over- 
looked by emergency planners. An emergency plan 
is of no use if the plan and its provisions are only 
known to the person who prepared it. 


To ensure coordination and cooperation in the 
event of an emergency, the content of the EL plan 
should be made known to relevant emergency 
response organizations and agencies who will 

be involved or affected by its execution such as 
police, fire, health, school board and so on. The 
distribution of the EL plan to interested parties is 
paramount if the desired results are to be achieved 
during its implementation. 


APPENDIX A 


Emergency Social Services 
Organization Chart 


Director 
Emergency Social 
Services 


Emergency Social 
Services Planning 
Committee 


Coordinator 
Personal 
Services 


Coordinator 
Registration 
and Inquiry 


Coordinator 
Reception 
Centre Services 


Coordinator 
Emergency 
Food Services 


Coordinator 
Emergency 
Lodging 


Coordinator 
Emergency 
Clothing 


<---> == Reception BS eS aS 


Supervisor 
' 

Centre 

i 


1 
i 
' 
1 


Supervisor Supervisor 
Emergency Emergency 
Clothing Lodging 


Supervisor 
Emergency 
Food Services 


Supervisor 
Registration 
and Inquiry 


Supervisor 
Personal 
Services 


STAFF STAFF STAFF STAFF STAFF STAFF 


Notes: 


1. Supervisors of each service at reception centres report to the: 
Coordinator of their assigned services for operational matters. 
ee Reception Centre/Shelter Manager for administrative matters. 


2. Depending on the number of evacuees to be received, some of these positions may 
require assistants. 


3. In small responses some of the above positions my be combined. 


4. Replacement staff are required for all positions. 
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APPENDIX E 


Equipment and Supplies 


Required by Emergency 
Lodging at Operational Sites 


The following is a list of basic equipment and 
supplies required by Emergency Lodging Services 
(EL) staff at operational sites. 


1. Emergency Social 
Services — 
Headquarters 


1.1 Equipment and Supplies 


In addition to the usual office equipment, special 
equipment such as maps of the community, over- 
lays, resources boards, message forms, log sheets 
and regular or cellular phone should be available. 
Records, such as the Emergency Lodging Plan, are 
essential. 


2. Reception Centre 
2.1 Equipment and Supplies 


¢ Emergency Lodging Service signs’ 

¢ Directional and other signs 

* Caps, badges and/or arm bands’ 

¢ Chairs or benches 

¢ Desk or table 

¢ Paper, pencils,” ballpoint pens, paper clips 


¢ Stapler and staples 

¢ Felt markers (various colours)” 

° Operations Log — see Appendix C™ 
° Message form (round trip memos) 


e Emergency Lodging Forms — see Appendices 
Dyk Gree 


° File drawers, card indexes 
* Envelopes or boxes to ship forms 
° Tape — cellulose, masking 


¢ Telephones (regular and cellular), fax, 
computer, photocopier 


e Emergency Lodging Manual’ and plan 


3. Group Lodging 
Facilities 

In order to meet the immediate needs of evacuees, 

group lodging response personnel need to plan 

and maintain a minimum stock of equipment and 

supplies at all times. Information on location and 


how to access equipment and supplies should be 
familiar to key response personnel. 


“Items are available in the Reception Centre Kit. 


“ Supplies of Emergency Lodging forms can be produced 
locally ahead of time by photocopying the suggested forms. 
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3.1 Sleeping Equipment and 


Supplies: 


cots, gym mats, rugs, mattresses 


sheets, blankets, sleeping bags, pillows 


3.2 Personal Hygiene 


soap, towels, face cloths 
toothbrushes, toothpaste 

shaving kits, razors, shaving cream 
combs and hairbrushes 

sanitary napkins, tampons 
disposable beverage cups 


deodorant 


3.3 Sanitation 


brooms, mops, sponges, buckets or pails 
wastepaper baskets 
garbage cans with tight-fitting lids 


household chlorine bleach, disinfectant, 
deodorizer 


garbage bags (large, medium, small) 
commercial waste containers 


ash trays if smoking is permitted 


3.4 Baby Supplies 


aa 


disposable diapers 

creams or ointments 

baby food 

portable cribs 

milk or formula 

bottles and nipples, warmers 


sheets, blankets, rubber pads 
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3.5 Emergency Equipment 
¢ flashlights (batteries) 


¢ candles 

* emergency generator 

* portable PA system (*) 

e lanterns (electric) 

¢ matches 

¢ battery-operated radio, batteries 


° fire extinguishers 


3.6 Recreational Items 
° playing cards 
° games 
¢ small toys for children 


* reading materials 


3.7 Tools and Equipment 


¢ shovel 

* axe 

* saw 

¢ hammer 

¢ nails and screws 
° signs 

* screwdriver 

° buckets or pails 
* rope 

* twine 

¢ wrench 


¢ whistle’ 


“Items are available in the Reception Centre Kit. 


3.8 First Aid Kit’ and Handbook 


3.9 Identification 


arm bands’ 
vests (fluorescent) * 
sign set” 


name tags 


3.10 Stationary and Office 


Supplies 
ballpoints 


clipboards’ 

felt markers” 

flipchart 

cards indexes (20.5 cm ? 12.5 cm) 
masking tape 

message forms (Round Trip Memos) 
photocopier 

computer 

paper clips 

pencils 

pencil sharpener’ 

rubber bands’ 

scissors 

scotch tape 

stapler, staples 

thumb tacks 


fax 


4. Supplementary Items 


Supplementary items required to operate the 
Emergency Lodging Service or group lodging 
facility should be obtained locally. 


5. Reception Centre Kits 


The Reception Centre Kit is a plywood case 
containing the basic operational forms, stationary 
supplies and equipment necessary to set up and 
operate the Emergency Social Services in a 
Reception Centre or Group Lodging Facility. 


6. Location of Kits 


A limited number of Reception Centre kits are 
strategically located throughout the country. 
Should an emergency occur, provincial authorities 
may obtain and use them in accordance with 
existing arrangements respecting federally owned 
equipment. 


Provincial and Territorial Emergency Social Services 
directors may obtain one Reception Centre kit to 
be used for demonstration, display and training 
purposes. Further information regarding supplies 
and equipment may be obtained by writing to the 
Provincial/Territorial Emergency Social Services 
division. 


* Items are available in the Reception Centre Kit. 


APPENDIX E: Equipment and Supplies Required | 45 


Le 
xs 
Q 
= 
uu 
Ou 
ou 
<x 


CLNIdd 3SVITd) YAHHOM GUODAY ONIOGO’ 


SLNSWWO9 


SANSINNOD SUBNONS-NON(_) suanows(_) 
on() sea) suze 
on() sea(_) 3LINS LNSWasva 


on) seaC) 
on) sea) 


NOLLVOOWWOSSV JO NOlLddDsa0 


SWOOY JTONIS 


on() sea) 


SWOOY 371GNOd ~—soon Gy 


wn AQ) 


SLVGOWWOSOV NWO 
=O OO ee 


ueyods (s)eGenbue7 


oan 


ALISWdv¥5 ONISGO? 


ALITIGVSIG V HLIM NOSU3d (0 
sea(_) N3YGTIHO / ATW (4 


Atuaa7a (e 


ployesno}y 
uj sjuednaso jo sequiny 


epop iz (g0u1Ao1g) 


(eBe}11A 10 uM} ‘KI) 


(jeenS ‘sequinn) sseippy 


& 


Joquiny a 


LINSAWNSISSV GNV GYOOSY ONISGO1 
SAINOH ALVAIYd 


SWVN N3AID SWVN ATIWY4 


aa 


AINO ASN 3d1ddO ~GSDGOT SASNSVAS 


NOILVNYOANI NOILVQOWNOSDV 


a) 


eweN UeAIS ewey Ajwey 


46 | EMERGENCY LODGING SERVICE 


O > 
x< 
=a (owen) Ag poyepdn 
Q 
za i ee 
- (ewten) Ag peye}duuon Aenin 
ae ONC) seaC) onC) seAC) ONC) seAC) NC) seaC) = SLNaWWo/ 
<= SaiIIgesip UM ajdoad ajl4 uo JO0d $10}2J0UaD) 

40} Ayigissasoy quaweaby Buiwwims AdueBiaw3 ay 


seceds Bupyed Kyoedeo Bunees syueineyseay 
JO JEQUINN fej], jo JeqQUINN 


spaq Aemeljod Jo JequINK “IIA 


ayey Aouece/, 


ALIMND WJ SIHL Ni 
abelany G3LVOGOWNODSV 38 NVS LVHL 


31dO3d JO Y3EWNN W.LOl (9 ueyowy @ 
@YNS WOOIPSq OM] “IA 


—- 
Cae 
na) 
a. pie ahh 
Gas. 
et) 
Cae 


‘payepowiuuosoe oq 


ued ey} Suosied jo Jaquinu = Wi ‘bs g‘¢ Aq adeds Joy [2}0} apIAig es Can 


ig QJEPOuswosIe pPinod 
suosied Jo JeqUUNN * rw" aoed: “ 
% Seagal asia a ee (woo, eu Ul spaq omy pue ajdoed ino) 
radK °z Wooy Penh “AI 
5 ; (woos au Ul speq omy pue ajdoed om 1) 
pai Woy UML “It 
‘4 BJepowwosoe pjnos (woo) 84) Ul paq eu pue ajdoad om 1) 
q suosied jo JeqUNN ‘fp wi ‘bs uj aoeds J00]4 “¢ eee Poss el Th 
-adAt °z Cee iaieabieen: (paq ajBuls auo pue uosied auc) 
; suiooy eBulsg |} 
- ; QS LVGOWNODOV 3a SWOON 
“OWEN "} NWO LVHL Te) 
(suiooy uoneassay ‘swooseg ‘suooYy Bunaay) shntecs acinlcshoghal 2 UaSWNN ALlovd¥9 WOOH (Vv 
SV3YV ONIdSITS YAHLO (a ALIONVdVS ONIOGO’ 
(ewo}) (sseuisng) (ewoy) 

Jequiny euoydeje, Jequiny euoydeje, Jequiny euoydeyje Jequiny xe4 Jequiny eucydeje) 
| epod | = eBejIA 10 UMO] "AID = abe, 10 UMOL ‘AID @pod je}S0q eBe|IIA JO UML ‘ALD 
a (je0ujs “sequinn) SSaycay (jeans ‘sequinn) ssauaav (eens “uequiny) ssaycay 
N (owen) SLvNYSLTW LOVLNOO JO 3INVN 


ANSWHSI18VLS3 JO SNWN 


QYO03uy NOILVGOWWODSOSV IVISYSWINOD 


APPENDIX G: Commercial Accommodation Record | 47 


i 
xs 
Q 
Zz 
Lu 
Qo 
Oo. 
= 


nC) sea(_) (ere G ar 
SONILHONM AONS9Y3INS O eS —O 


seig() ssoysenn(_) eS as; Co "3 TWW3d 
AMONNWI ORS a RSE yen, carp co SZ Oi 


se, 
ae) sO) SIEMOYS SAMS SJOHOL nC) AO) Joyo —- euro 10 
, Salinigvsia 


HLIM 31d04d HOS SSLLITIOW4 S.LINN TWNQAIAIONI JO YSSWNN Tw.LO. 


NOILVLINVS 


YOLVYSNASD AONSONAWS 


on) sea) SHOLVAZIS 


waH1o(_) 
SalLimavsid 
ON O sea) 


vam) Nw) 
PAdddns ¥alvM 


HLIM 31d04d YO4 


ALINISISSSDOV 


( ) 


Y3SWNN SNOHd3aTAL SNOH Y3SSWNN SNOHd3TS.L SSANISNS 


Seb sik eee 


OQ © _‘enw1009 
OQ. © oma 


se9 
AUPE einen 


S3ILMILN 


JTSWIIWAVNN NAHM AsIOadS 


YASIWNN SNOHd313.1L SSANISNE 


(e0u1nojd) 


(eBe iA 20 uo, “AID) 


(eens ‘sequinn) sSayaay 


(eBei 1A 30 umoy ‘AD) 


(ee.)5 ‘JequiNN) SSaYCadv 


NOSYAd LOVLINOOD 


Y32aWNN ANOHd3 141 SSANISNE 


(Bei, 40 uo, ‘AYD) 


YSOVNVW / YANMO SO 3ZINUN 


quoOosy SADYNNOS3Y GNV NOILVGOWNODDV 
ALIND V4 ONISGOT dNowud 


(eens ‘sequinn) ssayaav 


ALIMNDV4 


48 | EMERGENCY LODGING SERVICE 


a 
< 
fa 
Zz 
Lu 
a 
Oo. 
= 


S8L = ‘bs g’¢ Aq papinip ‘wibs gpg ‘6'a ‘ease Buidesjs e ul peyepoulos9oe aq ued yeu) suOSied Jo Jequinu oy} Ule}qGo 0} wW ‘bs G’¢g Aq aoeds Jooy je}0} apiniq 


* 


‘ 


(238 ‘sjayuelg ‘swiooy pajedsed ‘salddng pry-jsity “euayajeo ‘prea peues ©ALIMOWS SHL ONIGUVOTY STiv13d LNANILMad YSHLO ANY SGNTONI / 


eee ee eke 


“AG GALS TdNOS ASAUNS ALIMNOVS a O ‘SAOVdS ONIMYVd 40 


z | YSagWNnN 
ald NO 


nC) sea) 
ajyeg pue sweN| LNSINSSYOV 


Lb 
(aye pue ewen) :GaLvadn :ALMSV4 ASN OL NOILVZIMOHLAY NALLM ONDYWd 


ee ee 


4 


a 


: 4 


, Allovdvo ae a 
SLVW ONIda31S » AliowdvS YSHLO / SNOOMSSVIO / SHAD + Allovd¥9 N3HLO / SNOOUSSV1O / SWAD 
4O WasWwaN WLOL * ONIdaa1S WLOL SNida31S WLOL 
ONIdITITS OS FTAVIVAY SVAUV | 
eee 
v *€ ; en 4 
(swooy jeuoyes0, “6'8) DNGNd OL SLINI SAO SWANV 
| Vauv S3DIAN3S WNOSH3ad VaeV SOVYHOLS / AiddNs Vauv ONidS31s Vauv os 
Ql so, 
a VauvV SNIHLOTO Vauv NOLLWYLSIO3SY " O Oke WOOH Civ LSuid 3dilddO SMSOVNVN 


(ZDINYAS HOVA YOF GANDISSV V3 YO WOOY F1VIIGNI) 


NOILWOOTVIV JOVdS IWYANAD 


KO) | Ce) eons 
jo soquiny, 


wieyshg sseippy oad 


quewdinby uoneseBuyjey *¢ 


nO aO 


qauidinby uayoyy “p 


suequinyy euoydese| 19.0 


JOquINN xey 


sauoydaje) oyqNd = Guyees Buneas 
Be ees ON (o) SOA Cy Jayunod youny “¢ 
Ajoedeg Buyeas SELOJQJED JO JOQUINN *Z 
seualy jo Senjeey| jo 
Jaquiny euoyde/s1 ut Jequinn Joquiny Ayoedeg Buyees SJUBINE}SOY JO JOQUINA “L 


SNOILVOINNWWOS313L 


VNAYV / SHLVSHL 


--4o1adas doo 


(penuyjuos) SANNNOSAY GNV NOILVGOWWODDV 


ALIMDV4A ONIDGOT dNOowd 


APPENDIX H: Group Lodging Facility Accommodation and Resources Record | 49 


APPENDIX | 


Group Lodging Facility 


Sanitary Standards 


When completing the group lodging facility survey, 
the following minimum standards of hygiene 

will provide an environment where the spread of 
communicable disease is reduced to a minimum. 


1. Space Allocation for 
Sleeping 


1.1 


The minimum sleeping area per person is 
3.5 square metres (10 cubic metres). 


V2 


When reviewing allocation of space for sleeping, 
a distance of 0.75 metres between beds, bunks or 
sleeping bags should be maintained. Such spacing 
has been shown to considerably reduce the spread 
of respiratory infections. When there is pressure 
on the use of space, an alternative may be head- 
to-tailing of beds. 


2. Ventilation Standards 


Adequate ventilation is an important factor that 
should be taken into account when assessing 
sleeping and living space needs. A cubic capacity 
of 30 cubic metres per person per hour should be 
the aim. Ceilings which are over three metres high 
would provide the necessary ventilation space 

e.g. classrooms, gymnasiums, church halls. 
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An average temperature of 20 degrees Celsius is 
regarded as comfortable in a group lodging facility. 


3. Sanitation Standards 


(1) Toilet facilities 


¢ five toilets per 75-100 people 
¢ for each additional 30 people, add one toilet 


(2) Washing facilities 


* one washbasin per 10 people 


* one shower per 50 people 


Facilities with showers are most desirable. 
Personal cleanliness tends to boost morale. 


(3) Occupants should be provided with their own 
soap and towels or a linen service could be 
utilized. Occupants should keep their bar of 
soap. Soap bars in common use increase the 
risk of contagious skin diseases. 


4. Water Usage 


For all uses — drinking, washing and food 
preparation, standard water supply in the group 
lodging facility should average as follows: 

¢ drinking — 2 litres per day 

¢ washing — 12 litres per day 


* sanitation — 112 litres per day 


5. Dust Control 


* Softwood floors should be oiled to reduce 
dust. No dry sweeping should be allowed and 
all floors swept daily with damp sweeping 
compound. 


* Bed forms, ledges and flat surfaces should be 
damp-dusted daily. 


¢ Blankets and sleeping bags should be shaken 
outside once daily and rolled.. 


* Concrete floors should be scrubbed daily with 
warm, soapy water. 


6. Garbage Collection 


* one, 50-100 litre capacity can for every 


12-25 people 
° three/four, 50-100 litre capacity cans for 


every 100 people 


Garbage cans should have lids and be protected in 
screened fly-and-rodent-proof enclosures if possible. 


Z 
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APPENDIX J 


Memorandum of 
Understanding Concerning 
the Use of Buildings as 


Group Lodging Facilities by 
the Collegeville Emergency 
Social Service Organization 


1. Introduction 


The city of Collegeville recognizes that emergencies 
may occur which-will force large numbers of people 
from their homes and require their temporary 
placement in emergency lodging facilities such 

as schools, churches, community halls, arenas, 
auditoriums or other public or private facilities. 


2. Mandate 


As required by Collegeville By-law No. 52-84 and 
the Ontario Provincial Measures Act of 1983, 

the municipality of Collegeville, through its 
Emergency Measures Organization and its 
supporting municipal departments, is responsible 
for providing prompt assistance to its citizens or to 
persons evacuated from other communities in an 
emergency situation. 
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3. Memorandum of 


Understanding 


The purpose of this Memorandum of 
Understanding is to confirm the willingness of 
(name of school, church, club or organization) to 
permit the use of its facilities for temporary 
lodging when required by the municipality 

of Collegeville during emergency situations. 

It is therefore understood between the parties 
as follows: 


The (name of organization) agrees to make its 
facility (name of facility) available for use as a 
temporary lodging site when requested by the 
Collegeville municipality during an emergency 
situation. 


The municipality of Collegeville agrees that it In the event that either party no longer wishes to 


shall exercise reasonable care in the conduct of subscribe to the roles and principles espoused by 
its activities in this facility and further agrees to this memorandum of understanding, that party 
replace or reimburse the (xame of organization) shall accordingly advise the other party in writing. 


for supplies used and unusual damage incurred 
in the operation of the facility as an emergency 


lodging site. 

Joan Brown Roxanna Moore 

Director Chairperson 

Collegeville Emergency Social Services Collegeville School Board 
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APPENDIX L 


Emergency Lodging 


Directory Update’ 


Dear 


The Province of Ontario introduced the Emergency 
Measures Act in 1983. As required by that Act, 

the Department of Social Services, along with a 
number of other government and community 
agencies located in this Region, has been actively 
involved in formulating an Emergency Response 
Plan for the Hamilton-Wentworth area. 


The formalization of an Emergency Lodging 
Directory is integral to this plan. People forced 

to leave or unable to return to their homes due 

to natural or man-made disasters such as severe 
weather conditions, uncontrollable fires and major 
chemical spills are all faced with the basic need of 
safe and, in some instances, immediate lodging 
alternatives. 


To meet this need, one hundred and forty group 
lodging facilities, such as schools, church halls and 
community halls have been incorporated into the 
Region’s Emergency Lodging Directory. Your 
building has been included in that plan as a 
potential emergency lodging site. 


Prior to developing the Emergency Lodging 
Directory, Regional Social Service and Hamilton 
Red Cross staff consulted with school principals, 
clergymen and community hall managers or their 
representatives. Contact persons were informed of 
the purpose of the Region’s Emergency Measures 
Plan. Information pertaining to each building 


was then gathered with the aim of identifying the 
critical accommodation resources available in this 
community. 


Facilities selected by this process were then listed 
in the Emergency Lodging Directory as either 
primary (denoted by ’), or secondary lodging 
sites. This designation took place after each 
facility administrator was surveyed in regards to 
the availability of the accommodation facilities 
within their building. 


To ensure that information about each Group 
Lodging facility remains accurate and up-to-date, 
the Hamilton-Wentworth Social Services 
Department mails out, in October and April of 
each year, a photocopy of the latest Group Lodging 
Facility Accommodation and Resources Record on 
file. Enclosed is a Survey Record of your Group 
Lodging facility for your review and verification 

as to currency. 


Within the next two weeks, please verify the 
attached Survey Record, correct it if necessary, 
and return it in the envelope provided. 


* We wish to thank the Hamilton-Wentworth Regional Social 
Services Department for permission to reprint the Emergency 


Lodging Directory Update letter. 
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Please note that your reply will be understood 
by Social Services as an acknowledgement of 
your willingness to continue to participate 

as an emergency lodging site should you be 
called upon. 


If you should have any questions regarding any of 
the above, do not hesitate to contact Bill Hone at 


526-4373. 


Your interest, cooperation and efforts in assisting 
the Hamilton-Wentworth Regional Social Services 
Department is greatly appreciated. 


Yours truly, 


Michael J. Schuster 


Acting Commissioner 


BH:ng 
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REDE M 


Daily Schedule - - Example - 


Morning 

07:00 Wake up 

07:30 Breakfast 

08:30 Clean up 

09:00 Health Services 

10:00 COFFEE BREAK 

10:30 Group meeting, or continuation of sick call, or recreation, daily briefing 
B30 Free time for quiet activities 


ee ee ee ee 
1700 LONCH 


eee ee 


Afternoon 


errs ee ee i OE are re ove hms | aS el oe 
01:00 Clean up 


01:30 Nap for children, free-time for quiet activities 

02:00 Information session, group meetings, recreation, daily briefing 
02:30 Recreational activities 

03:00 COFFEE BREAK 


ee errs Sera KE 8 el Sn eee A al 8 
03:30 Recreational activities 

eee eee ee Wee dar hed RN oe Oe ee Pe ye ee 
05:00 DINNER 


06:00 Clean up 

06:30 Daily briefing 

07:00 - Recreational activities 

09:00 Free time for quiet activities 
09:30 COFFEE BREAK 

10:00 Free time for quiet activities 
10:30 Prepare for sleep 

11:00 Lights out 


APPENDIX M: Daily Schedule — Example | 57 


Services 


APPENDIX N 


Provided to 


Disaster Victims in Group 


Lodging Facilities by 
Community Emergency 
Organizations 


Emergency Social Services Services Provided to Group Lodging Facility 


1. Personal Services ° 


2. Registration and Inquiry 


3. Emergency Clothing 


4. Emergency Food Service 


reception of evacuees; 

provide information on available services; 

care of unattended children and dependent adults; 
assist residents from special care facilities if required; 
emotional support to evacuees; 


information on financial assistance and other social services. 


register evacuees; 
help reunite separated families; 


assist evacuees seeking information on the condition or whereabouts of 
other disaster victims; 


maintain registry. 
supply clothing to those requiring it; 
supply bedding, blankets; 


supply toiletries, baby supplies. 


organize and supervise food service to evacuees in group facility and 
emergency workers at various operational sites. 
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SS SSS eee ee ee ee ee 


Municipal Emergency Services Services Provided to Group Lodging Facility 


LD 


1. ‘Transportation * transportation of evacuees to emergency accommodation or 
other sites. 


2 Eealth * supervision and advice on sanitary standards, water quality; 


* first aid or other necessary health care services. 


3. Hydro * assistance in hooking up emergency generator, stoves, or other 
electrical appliances; 


* repair to electrical equipment. 


4. Public Works 


repair to facility; 


convert available space in facility into habitable accommodation; 


* improvise sanitary facilities in or outside group lodging facilities; 


repair disrupted utilities. 


5.) MILE * fire inspections and patrols in group facility. Train and advise 
evacuees responsible for fire watch. 

6. Sanitation * provide metal garbage containers; 

* garbage collection. 

7. Communication * provide communications between group lodging facility and 
Reception Centres. 

8. Police * maintenance of order. Patrol of facility if required. 

9. Supply and Services * continued supply of essential items for group facilities. 

10. Recreation * organize recreational and social activities for evacuees. 
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Emergency 


Preparedness 


In the event of a major disaster — flood, fire, 
tornado, earthquake, hurricane, winter storm, 
toxic leak — basic supplies and services may not 
be available or you may have to evacuate your 
residence or community. You may not have much 
time to act. Prepare now to protect yourself and 
your family for a sudden emergency. 


Prepare an 
Emergency Pack 


An emergency pack consists of such essential items 
as water, food, clothing and first aid supplies for 

3 to 5 days that are set aside in easy-to-carry 
containers, ready to take with you. Your emergency 
pack should include the following items: 


Water 


Water is essential for survival. Plan on a minimum 
of one litre per person per day for drinking purposes 
only. Store water in unbreakable containers such as 
plastic bottles. Record storage date and replace every 
six months. 
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APPENDIX O 


Checklist 


Food 


Choose foods that require no refrigeration, cooking 
or preparation, are compact and lightweight, and 
familiar to users. If food must be cooked, include 
stove and fuel. 


¢ Ready-to-eat canned meals: stews, baked 
beans, spaghetti, meat, fish, poultry, fruits, 
vegetables, cereals, trail mix, oatmeal cookies, 
candies or jellies 


¢ Canned milk, juices, coffee, tea 
¢ Staples such as sugar, salt, pepper 
¢ Baby formula, food and diapers 


° Cutlery, non-electric can opener 


Clothing and Bedding 


The secret of protection from extreme cold lies in 
wearing multiple layers of clothing which prevent 
the loss of body heat. Most of the body’s heat is lost 
through the head and neck. During the summer, 
provide protection against sun and heat. 


¢ Include one change of clothing and footwear 
per person 


¢ Sweaters, woollen socks, tuque or hat, scarf, 
mittens, and thermal underwear 


* Rain gear 
¢ Sturdy, waterproof shoes or boots 


¢ Sleeping bag or two warm blankets per person 


First Aid Kit 


Keep a complete first aid kit in your home 
and car 


Include over-the-counter medications such as 
aspirin or non-aspirin pain reliever, antiseptic, 
etc. List of family physicians, style and serial 
number of medical devices such as pacemakers 


Be sure to take prescribed medications such 
as heart and high blood pressure medication, 
insulin etc., with you when you evacuate 


Denture needs, contact lens, hearing aids, 


mobility aids 


Basic first-aid manual 


Supplies and Tools 


Battery-operated transistor radio, extra 
batteries 


Candles and candle holders 
Flashlight (one per person), extra batteries 
Hammer and nails, crowbar 
Lantern and fuel 

Matches (in waterproof container) 
Mosquito repellent 

Plastic sheeting 

Pliers 

Pocket knife 

Rope 

Shovel (small) 

Tape 

Whistle 


Sanitation 


* Toilet paper, wet ones, facial tissues, liquid 


detergent 


Personal items: soap, shampoo, deodorant, 
toothpaste, toothbrushes, sanitary napkins 
and tampons, towels and face cloth, comb 


and brush, lip balm 


Plastic garbage bags and ties 


Special Items 


Cards, games and books 
Colouring books 


Family Records and Documents 


Store important family documents and records in 


waterproof container 


Will, insurance policies, contracts, deeds, 
stocks and bonds 


Passports, social insurance cards, health cards, 


immunization records 

Money or cash 

Savings and checking account numbers 
Credit card account numbers and companies 
Important telephone numbers 


Family records (birth, marriage, death 
certificates) 


Prepare an Emergency Car Kit 


Battery-powered radio and extra batteries 
Blanket 

Booster cables 

First aid kit and manual 

Fire extinguisher (2A-IOBC type) 


Flares or reflectors 
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¢ Flashlight and extra batteries 


* Food: non perishable high-energy foods such 


as granola bars, raisins, etc. 
¢ Maps 
¢ Shovel 
¢ Tire repair kit and pump 


e Water 


People with 
Special Needs 


REGISTER IN ADVANCE. In case of evacuation, 
some people may require transportation assistance 
to Reception Centres or Group Lodging Facilities. 
People who require this help may have a physical, 
neurological or psychological disability or have 
mobility problems. Persons who are unable to 
respond independently to an emergency situation 
which requires them to evacuate their home should 
register in advance for assistance with a homecare 
program, local seniors organization or emergency 
measures organization. 


SOME HEALTH CARE PATIENTS. Persons who 
receive home health care should discuss emergency 
plans with their caregiver or home care agency. 
Persons should also check with their physician 

if prior arrangements would be necessary‘for 
evacuation to a hospital. 


ELECTRICAL LIFE SUPPORT. If a member 

of the household is bedridden and requires 
constant medical care or has electrical life support 
equipment at home, discuss this NOW with 

his physician or local emergency measures 
organization. 
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Family Emergency Plan 


If a major disaster strikes your community, you 
may be separated from members of your family 
who are at home, at work, or at school. If your 
family should become separated in a disaster, here 
are some suggested measures that you can take to 
help reunite them: 


¢ Identify ahead of time two family meeting 
places: one outside your home in case of fire 
and one outside your neighbourhood in case 
of disaster. 


¢ Decide ahead of time on a system of com- 
munication. Pick one out-of-province and 
one local friend or relative for family mem- 
bers to call if separated because of a disaster. 
It is often easier to call out-of province than 
within the affected area. 


¢ All members of your family should have a 
means of identification on them at all times: 
e.g., clothing label, wallet card, bracelet with 
name and address. 


¢ Take a basic first aid and CPR class. 


¢ Involve all family members in planning for 
an emergency. 


¢ Test your plan. Chances of survival are 
improved if you practise your plan. 


Pets 


Pets may not be allowed in Reception Centres 
or Group Lodging Facilities for health and space 


reasons. If you must leave them behind: 
¢ Prepare an emergency pen for the pets in the 
home. Ensure there is adequate ventilation. 


¢ ‘Tag your pet with proper identification 
and inoculation information. 


e Arrange a layer of plastic and paper or 
cardboard for the pet. 


¢ Leave enough dry food and water for three 
days. 


¢ Do not leave pets in a car outside of a shelter. 


Adapted from: 


Are You Prepared in Case of Disaster? 
Health and Welfare Canada. Reprinted 1992. 


Self-Help Advice 
Emergency Preparedness Canada, 1988. 


Federal Emergency Management Agency 
U.S.A. Background and Fact Sheets. 


Hurricane Counselling Center, Fort Lauderdale, 


Florida. Dade County (Florida) Hurricane 
Evacuation Plan Summary. 1992. 
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APPENDIX P 


Emergency Kit — 


Evacuation Checklist 


Water 1 litre per person per day for drinking 


Water purification tablets 


Food Canned meals: stews, baked beans, spaghetti, meat, fish, poultry, fruits, 
vegetables, cereals, trail mix, oatmeal cookies, candies or jellies coe, 


Canned milk, juices, coffee, tea 


Staples such as sugar, salt, pepper 


Baby formula, food and diapers 


Cutlery, non-electric can opener 


Stove and fuel [anaes 


Clothing Sweaters, woollen socks, tuque or hat, scarf, mittens and thermal underwear 


Rain gear [Sha 


Sturdy, waterproof shoes or boots 


Sleeping bag or two warm blankets per person Lee 


First Aid Kit and Manual, Medication 


Supplies and Tools Battery-operated transistor radio, extra batteries Plastic sheeting tees 


Candles and candle holders Pliers Sal 

Flashlight (one per person), extra batteries Pocket knife 

Hammer and nails, crowbar Rope 

Lantern and fuel a Shovel (small) 

Matches (waterproof container) Tape Esl 

Cards, games, books Whistle 

Mosquito repellent Colouring books 
Sanitation Toilet paper, wet ones, facial tissues, liquid detergent ees, 


Personal items: soap, shampoo, deodorant, toothpaste, toothbrushes, sanitary 
napkins and tampons, towels and face cloth, comb and brush, lip balms 


Plastic garbage bags and ties 


Family Records and Documents (Fas 
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